TABLE OF CONTENTS

CHAPTER 1 - GRANT AGREEMENT PREPARATION

11
1.2
1.3
1.4
1.5
1.6
1.7
1.8

GENERAL ..tttk bbbt etk E e Rb R e Rt e bR e e bt Rt Rt bt b b r e nr e 1
FORM OF AGREEMENT ....tiittiiittesteeateesteesteesseessseesseessseesbesssneesseeaneeeabeesseeanbeeasneabeesnneenneesnnas 1
GRANT AGREEMENT (PAGES 1 AND 2) OTS-38 AND OTS-38A.....cociiiiieieiieniceie e 2
GRANT DESCRIPTION (SCHEDULE A) OTS-38B .....ciiiiiieiieiie et 3
DETAILED BUDGET ESTIMATE (SCHEDULE B) OTS-38D AND OTS-38E.....cccovviiiiniirieniene 5
BUDGET NARRATIVE (SCHEDULE B-1) OTS-38F......cccviiiiiiiiieieiiecie et 7
QUARTERLY EVALUATION DATA FORM (SCHEDULE C) OTS-38G.....cccoiveieiiriieiesie e 8
CERTIFICATIONS ..eutttiuttetee st e steeeste e bt e s steesbeeaabeesbeeasbe e s be e e bt e s be e e at e e ebeeenbeesbeeenbeenbeeebeessneenteens 9

CHAPTER 2 - ALLOWABLE COSTS

2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8

L] = N1 SOOI 10
(DT TN 0] TP RTRTRPRRRTRN 10
ELIGIBILITY REQUIREMENTS. . .utttttttteeeiiiiittireeeeeeesssistsssereessesssasssssssssssssssssssssssesseessssnssnssens 11
TOTAL GRANT COSTS .. ciiiiitttriiitee e e s ittt et e e e e et s sib b e e e e e e e s s ssb bbb s e e e s aesssssabbbraeeeeeesssaabbbreeeeeens 11
ALLOWABLE DIRECT COSTS 1uuttttiiiiiiiiiiiiiiiiriie e et ssiibtirree e s s e s s s s sabbrressssesssssasbbsasessessssssssssnens 12
1N B] [ {0 i 10 1S3 ST 14
YN I V7N =T I = G0 1S T 14
UNALLOWABLE COSTS .oiiiiiiiiiitttiteeee e e s siiittbreeeeee s st s isaabssaessssesssssstsssssssessssssssssssessesssssnsssssens 15

CHAPTER 3 - IMPLEMENTATION AND CONTROL OF APPROVED GRANTS

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12

3.13
3.14
3.15
3.16

L] = N1 O 18
APPROVED AGREEMENT ..uututuuuuusssusssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssmne 18
PRE-OPERATIONAL MEETING .....uutttiiiiiieeiiiiiitiiieeeeeessssistrseeeessssssssssssssesssssssssssssssseesssssnnnns 18
FISCAL OR ACCOUNTING OFFICIAL ...ccoiiiittiriiieee e e esiiibtrie e s s e e s s ssibbbaees s s e s s ssssbbrssesseessssnsssssens 18
GRANT DIRECTOR ..ottt e ettt e e e e s s bbb e e s e e s s s s bbb bbb e e e e e s s s s e b b bbb eeesasssssasbbbbeeeeeeeas 18
OT S RESPONSIBILITY .uttttteiieeeesiisisttteersseeesssssssssseesssesssssssssssssssssssssssssssssesssesssssssssssseessens 19
APPLICANT AGENCY RESPONSIBILITY 1uttttttieeeiiiiiitrineeeeeessiiiistrsseeessesssinsrsssessseesssmnsssseeeees 19
GRANT REVISIONS ....cciiiiiitttiiiie e e e s eiitbbree e e e e st s s bbb e e e e e s s st e bbb e e e e e e e e s s asabb bbb eeesaeesssaabbbbbeaeeeens 19
REVISION REQUESTS FOR OTS APPROVAL ...uciiiiitiieeeeiiieeeectieeeeeeitteeeeestaeeesssateeeeesnssneeeans 20
APPROVAL OF REVISION REQUESTS ... iiitttiiiieeee s s ecittitree e e e e e e s s snntrseseeeessssssntasaeeeseesessnnnssnnns 22
CARRY OVER OF UNEXPENDED FUNDS ......ccciiiiiitiitiieeeee s iiitrrreees e e s s sssnrrsseesseeessssassssssssesens 22
WITHHOLDING, DISALLOWANCE, REDUCTION, TERMINATION

AND/OR DENIAL OF GRANT FUNDS ....voiiiiiiiiic ittt saban e saban e 22
TERMINATION REQUESTED BY APPLICANT AGENCY ...coieiiiiiiiitiieeiee e e snittreee e e e e e sinrvneeee e 23
CLOSE OUT OF GRANTS 1.utttttiiteieeiiiiitirrreeeeeeessssistbseeesesesssssssssssesssesssasssssssssesessssissssrssseesens 23
FUND AV AILABILITY ttttttttteiiiiiitttetete e e s s ssiatbseeeesessssssasbbaaessssssssassbbasesssessssssbbbseesseessssassrsrens 23
LIMITATION ON LIABILITY 1uutttttttuuutussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssne 23

1 Grant Program Manual (7/06)



CHAPTER 4 - FISCAL REQUIREMENTS

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8
4.9
4.10
411
412

GENERAL ...t itttttiee e e e e e s setb et e e e e st ettt b b e e e e e e e st s s ab bbb e e e e eeeesssaab bbb aeeeeeeessasantbbaeeesaeesssnaabbbaaeeeeens 24
INTERNAL CONTROL 11tttiiiiiiiittiitiiiieeeessiittbreeeeseesssssabbbbseesssesssssabbbsaessesssssaabbbbaeeesessssssssrrrens 24
ACCOUNTING RECORDS .....coiitttttiiiiee ittt e ettt e e e e s s s s bbb bbb e s e e s e s s s ssabbbbaee e s e s e s s ssasberees 24
ADEQUATE SOURCE DOCUMENTATION .....uutiieeiiitteeeeeitieeeeeeitreeeesstreeesssteeeessnsseessasseseessnnens 25
EQUIPMENT MANAGEMENT REQUIREMENTS . ..c.cciiiiiiittrrieeeeeeesssinnsrneeseeesssssssssseessesesssnssssens 26
OTS RECORDS AND REPORTING REQUIREMENTS.....ciiiiiiiiieiieeeeeeeeee ettt 27
EQUIPMENT DISPOSITION ...ccttttuuiiieeiiiititiie s e s e e e s e eettba s s s e e s sessss b sseesssssssbba s essssesssbaaansaees 27
COPYRIGHT/TRADEMARKS .. .vvtieiittiieesitteeessisteeesssestessssssbassssssssesssssssbessssssessssssssessesssssenes 28
PROGRAM INCOME — RECORDS/REPORTING ......cocviieittieiitiieiitteesetteeserte s sreeesbeeesveessnveessneeas 28
RECORDS RETENTION 11ttiiiiiiiiitttttteteeessiiisbbssseesesssssssbbbsasssssssssssabbbasssssessssssbbbsaesseessssassssens 28
SINGLE AUDIT REQUIREMENTS ...ciiiittttiiiiiee et s isibtbreiessessssssssbbssssssssssssssbabssssssesssssssssssssssesens 29
OTS AUDIT REVIEWS ...ttt ettt ettt e e e s s s eabb bt e e s s e e e s s s ssbb b b e e e e s e s e s s sssbbbbeneeeeeas 29

CHAPTER 5 - PREPARATION OF REIMBURSEMENT CLAIMS

5.1
5.2
5.3
5.4

L] = N1 ST 30
CLAIM SUBMISSION L..ciiiiuittiiiiieieesisiittbttiesss e e st ssibbbaeesssessssssabbbbaeesssssssssbbbbseessasssssssbbranaseeeas 30
O Y 10T = 7. 1 =1 30
CLAIM PREPARATION .. .ttttetiittieeeieitteeeeeebreeessitsaeesssssaeeessabaesessassaseesasbsseesassssessasbeseesansrenens 31

CHAPTER 6 - PROCUREMENT AND CONTRACT ADMINISTRATION

6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8
6.9
6.10
6.11
6.12
6.13
6.14

L] =N O 32
FEDERAL LAWS AND STANDARDS. .....coititttttttieieeessissbreeresesessssssssasesssesssssssssssesssesssssssssssens 32
DEFINITIONS ...uttiiieiittee e e e ettt e e ettt e e e ettt e e s ebb e e e e e eaba e e e e s aabeeeeesabbaeeesaabbeeeesasbaeeesasbaesesasreneeans 33
PROCUREMENT STANDARDS .....iuttttittiieeeiiiitirteeeeessssssistssssesssssssisssssssssssssssssssssssssssesssnins 33
PROCUREMENT RECORDS ... .ciii ittt 34
SOLE SOURCE PROCUREMENTS ......cttttieiiieeessiiisstrseerseesssssssssssssssssssssssssssssesssesssssssssssseeesens 34
SOLE SOURCE RECORDS ....cotvviieiiitieeeeiitteeessitteeesssetsaesessbaesesssssssessassssssssssssssssssssssesssssenes 34
CONTRACTUAL SERVICES 11tttiiiiiiiiiiiitiiiiieteee e st ssibtbseessssssssssasbbsssssssssssssssssssssssesssssssssssssssssens 35
CBO’s AND NON-PROFIT CORPORATIONS/ORGANIZATIONS......cuvieiiiirireeiiirieeesivieeesssvenens 35
CONTRACT PROVISIONS ...uvttiiiiiieeeieeitttteee et e e e e s s st tee e s s e s s s s ssabbasee e s s e s s s ssssbbbseenesassssssssbereneeesess 36
CONTRACT CHECKLIST 11ttieiiittitieieittreeesetreeessitseeesssisseesessbseeessasbssessassseesssssssssessassseesssssenes 36
CONTRACT MANAGEMENT RESPONSIBILITY ..iictttriiiiieeiiiiiiirieeeeseessssssnrsseesssessssssssssssssssens 37
CONTRACTUAL CERTIFICATION CHECKLIST & QUESTIONNAIRE.......cccuteiiieeiieeeiineesineeenns 38
CONTRACT MANAGEMENT RESPONSIBILITY ...eevtveiiiiieeeisiisrsrereseeesssssssssseerssessssssssssssnsseses 38

CHAPTER 7 - GRANT REPORTS

7.1
7.2
7.3
7.4
7.5
7.6

GENERAL ..ttt etttk bbbt b bbbt R ekt b Rt b bbb n s 39
QUARTERLY PERFORMANCE REPORT (QPR) ....viiiiiiiiciecic e 39
QPR DUE DATES ...ttt sttt ettt sttt e et e et e s et e e st e e e snb e e e nnba e e nnnee e e 39
QUARTERLY EVALUATION DATA FORM - SCHEDULE C .....oviiiiiieiiie e 40
FINAL REPORT ..ttt bbbttt ettt ettt e bbb 40
EXECUTIVE SUMMARY ....oeiiiiieiiiaiiiestee et stee ettt steeabeesbeeasseesseeabeesneeenseesneeanneessneaneens 42

2 Grant Program Manual (7/06)



7.7 REPORTING AND CLAIMS TIMETABLE ..cevvte ettt et eeeeee e e e e e e eeeeeetee e e e e e e e e eeeeaeeaaeeeeeeeeeennnaaneeeees 42
EXHIBITS

1-A — SAMPLE GRANT AGREEMENT ANYTOWN

1-B - OTS -33 ACCEPTANCE OF CONDITIONS AND CERTIFICATIONS

4-A - OTS - 25 EQUIPMENT REPORT FORM

4-B — EQUIPMENT CERTIFICATION

4-C — EQUIPMENT ESTIMATED USEFUL LIFE

5-A - 0OTS-39 GRANT CLAIM INVOICE AND OTS-39A GRANT CLAIM DETAIL
5-B — DETAILED INSTRUCTIONS FOR OTS-39 AND OTS39A

6-A — GENERAL TERMS, CONDITIONS, AND CERTIFICATIONS

6-B — CONTRACTUAL CERTIFICATION CHECKLIST

3 Grant Program Manual (7/06)



